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Undo Budget Entry Transaction
Online Help Procedure

Use this procedure to undo a budget entry transaction.
Trigger
Perform this procedure when a preposted budget entry document must be undone.
Prerequisites
e Budget Entry Transaction
Menu Path
Use the following menu path(s) to begin this transaction:

e Funds Management =»* Budget Coordination =* Budget Execution and Distribution
= Record/Maintain Budget Authority =* Enter Appropriation

e Funds Management =* Budget Coordination = Budget Execution and Distribution
= Record/Maintain Budget Authority = Enter Apportionment

e Funds Management = Budget Coordination =* Budget Execution and Distribution
= Record/Maintain Budget Authority =#* Enter Allotment/Sub-Allotment

e Funds Management =* Budget Coordination =* Budget Execution and Distribution
= Record/Maintain Budget Authority = Enter Allocation/Sub-Allocation

Helpful Hints
The R/O/C column in the field description table represents the three types of data entry fields in FMMI:

o Ris for required fields that must be populated to complete a transaction.

o O s for optional fields that are not mandatory to complete a transaction.

o Cis for conditional fields that are dependent on population of related fields and
specific transactional events.

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production
environment. Actual transaction data in the production environment may vary based on your given
scenario.

@ A user may either "Undo" or "Reverse" an incorrectly entered budget entry transaction.

2 The difference between reversing and undoing a budget entry transaction is whether the
budget entry has been preposted or posted. A preposted budget entry is "Undone" and a
posted budget entry must be "Reversed" to correct. Undoing a transaction can be
executed by an individual user while reversing a transaction requires preposting and
approval.
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Procedure

1. Start the transaction by accessing the Funds Management tab.

Create and Maintain Individual Elements - FMMI Portal - System Test

lis_;_QA United States Department of Agriculture . e
F__IFinancial Management Modernization Initiative

Welcome PracticeLab Two Help | Log Off
Welcome  Accounts Payable  Accounts Receivable

Cost Management  Cost Management

[WLCENNELECENENM General Ledger Mar
Master Data Maintenance | ARRA Master Data Maintenance | Administration | Budget Coordination | Budget Approval | FM Pre

get Coo 0 gel ove 0 | FM Approval |
Create and Maintain Individual Elements | History, Back Forwarc
[ 4] | 4
[ovmeamonmin i
¢ OCreate and Maintain Individual
Elements

» [JCreate and Maintain Groupings
» [JCreate and Maintain Hierarchies
» (JMaintain Master Data Rules

» [OARRA Maintenance

| Portal Favorites =40

2.

Click the FM Process tab AL
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Budget Execution and Distribution - FMMI Portal - System Test

nited States Department of ! L e Welcome PracticeLab Two Help
ancial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable

Budget Execution and Distrihutinn | History, Back
KL
I

} (1Budget Execution and

Distribution
| Portal Favorites =40
3. aBudget Execution and
Click the Budget Execution and Distribution business activity link Distribution
4. Record/Maintain Budget
Authoriby

Click the Record/Maintain Budget Authority business activity link
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Enter Allotment / Sub-Allotment - FMMI Portal - System Test

States Department ure » Welcome PracticeLab Two
ancial Manage ernization Initia

Welcome  Accounts Payable  Accounts Receivable

EnterAIIntmentfSubAIIntment | History, Back

I'I’I

| Detaiied Havigation | Budgeting Workbench - Create Document

+ [Budget Execution and Distribution I [menu) | [Post || Back |[ Exit |[ Cancel | [ System) | [ Document Overview aniaff || Display == Change |[ Check dacument || Mare... ]
w [Record/Maintain Budget Documents of FM Area USDA || -
Authority » CIPasted Document Status Initial
* Enter Allotment/ Sub- » I Preposted
Aliotment » C7Undane _ ML) Adiitiona Dat
= Enter Allocation / Sub- » CIHeld
Allocation -,
Process Enter T

* Enter Rescission to Allotment

| Portal Favorites =40 Document type |

Yersion

Document Date 1z/22/2009

Posting Date 12/22/2009

Fiscal Year z2010 Feriod 003 &
Fund

Budget Perind

a4

[l [D[RR[o] &= ][] [E] [ @] g Master Data [ xey Fis. [22] -
4

| <

B. Enter Allotment [ Sub-

Click the Enter Allotment / Sub-Allotment task link R
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Enter Allotment / Sub-Allotment - FMMI Portal - System Test

nited Stgtes Department of . . . .
ancial Management Modernization Initiative

Welcome PracticeLab Two Help

Welcome  Accounts Payable  Accounts Receivable

Enter Allotment / Sub-Allotment | History, Back Forwarc
3
| Budgeting Workbench - Create Document
I | [Post ][ Back || Exit |[ Cancel | [ System) | [ Document Overview onioff || Displzy == Cnznoe |[ Check document |[ Hold |[ Prepost || Save Changes |[ More... ]
O Document "
Seml | Status [Initial |
Goto v | Search Held Shift+F11
Extras v | Search Effective Shift+F12 Additional Data
Emvironment
System + | Reevaluate Cirl+F5 Enter z Payment Budget
Help »
cancel F12 Total 0.00
About DUTHTTETI e =]
Version
Document Date 12/22/2009
Posting Date 12/22/2009
Fiscal Year 2010 Period 003 @
Fund
Budget Period
L]
RIS (3 8 G [ 7 ] 8 [ [EIEET e E IO -
4
<

6. Click the Menu button .
7. Click the Edit menu itern LEGIT
8. Click the Find menu item _

@ Users may enter the document number in the Document Number field if the number is
known. If the number is unknown the user must click the Search button in the Document
Number field to search for the appropriate document number. In this example the user
enters the Document Number value in the field directly.

9. As required, complete/review the following fields:

Field R/O/C Description
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Document Year R The year in which the budget entry document was entered
in FMMI.
Example:
2010

Document Number R

The unique identification value assigned to a transaction as
it is processed in FMMI; the system automatically creates
and assigns document numbers as each document is
preposted and/or posted.

Example:
5500002216

Enter Allotment / Sub-Allotment - FMMI Portal - System Test

ed States Department of Agriculture o Welcome PracticeLab Two Help
ancial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable

Enter Allotment / Sub-Allotment | History, Back
»
| Budgeting Workbench - Create Document
I- [ Menu | mm-| Cancel | | System) | [ Document Overview onioff || Change || Check document || Hold || Prepost || Save Chanoes es |[ more...)
—di a
» III7 Find Document
» FM Area o2 & Payment Budget
» Total 0.00
4 @  Effective Document
Document Year 2010
Document Number 5500002216 17]
' Held Document Period 003 3
User Fo000261
Held Document Number
4
#F Key Fig. IB'
[ElLine |Type |Fur1ds Center \Funded Program |Functi0na| Area \Commitment ltem | Ar
v
1 4
| <

10.  Giick the Enter button ¥
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Enter Allotment / Sub-Allotment - FMMI Portal - System Test

St;tes Department ure . .
ancial Manage ernization Initia

Welcome PracticeLab Two

Welcome  Accounts Payable  Accounts Receivable

Enter Allotment / Sub-Allotment | History, Back Forwarc
| Budgeting Workbench - Display Document
I| Mmenu) | [ Back |[ Exit|[ Cancel | [ system | | Document Overview onoff |[ Display == Change || Check document || Hold || Prepost || : |[ more... )
D:)ql[:‘n'lsgl;:;mmea — Document Status |Preposted | Document Year =
» [JPreposted
» [JUndone SEELEeE N Additional Data
» CIHeld
Process Enter i Payment Budget
Expenditures 50,000,000.0
Document type APPR (Appropriation)
Version zl
Document Date 12/10/2009
Posting Date 12/10/2009
Fiscal Year 2010 Period 003 &
Fund FX0002900D| FAS Annual S&B
Budget Period nang 2009 Annual

@ Payment Budget

[al[a]=[m][c] =]« ]| [#key Fio. ][ Hide Auom Lines -
‘

11. Click the Display <-> Change button | Display <= Change |
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Enter Allotment / Sub-Allotment - FMMI Portal - System Test

ted States Department

ric
Financial Management Modernization Initiative

Welcome

Accounts Payable

Accounts Receivable

Enter Allotment / Sub-Allotment

Welcome PracticeLab Two

| History,

Help

Back For

]
| Budgeting Workbench - Change Document

I | [ Post|[ Back || Exit |[ Cancel | [ System) | [ Document Overview onioff |[ Display <= Change || Check document || —lold || ~repost || Save Changes |[ Mare... ]

Create Shift+Fa ~
Edit » | Create by Reference shifteFg 1216 Stalus Preposted | Document Year
Goto v | Reverse
Extras b fditional Data
Environment  »
flysl.tem ' Payment Budget
e
i ’ Preview SAP List Viewer Fnter g Expenditures 50,000,000.0
About Pr Revenues 50,000,000.0
APPR (Appropriation) [
. L2/10/2009
Display <-> Change Ctrl+Fg 12/10/2008
Exit ShifteF3 2010 Period 003 T
O K0002900D | FAS Annual S&B
Budget Period nang 2009 Annual
@ Payment Budget
[ &= e ca] [= ] 2k =] [ ey Fio. |&2] (B Hide Autom Lines =
J »
<

12. Click the Menu button .
13. Click the Document menu item _
14, Click the Undo menu itern HREaN S CH=FY

15.The transaction has been completed successfully. End of procedure.
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United States Department of Agriculture

A ; N e e Welcome PracticelLab Two
Financial Management Modernization Initiative

Welcome  Accounts Payable  Accounts Receivable  Cost Management

Enter Allotment / Sub-Allotment | History, Back Forward

]
| Budgeting Workbench - Display Document
I | [Back || Exit |[ Cancel | [ System] | [ Document Gveniew on/off | Display <-> Change || Check document || Hold || Prepos Changes || Long Text || More_J
Documents of FM Area USDA || —BRESEmaiseam == s 2o -
» (dPosted
» CJPreposted Payment Budget
» [JUndone Process Enter =] 0.00
b COHeld 0.00
Document type APPR (Appropriation) El
Version El
Document Date 12/10/2009
Posting Date 12/10/2009
Fiscal Year 2010 Period 003 @
Fund FX0002900D| FAS Annual S&B
Budget Period 0909 2009 Annual
@ Payment Budget
| £ Key Fig IE“H\de Autom Lines |
Lines
EllLine |Funds Center I‘I’ype |Funded Program |Func1ional Area Commitment ltem | Ar
|000001 FX00000000 4450 FPDEFAULT AGDEFAULT ALLOBJECTS 5w
4 »
[@l Document 5500002216 has been undone successfullyin FM area USDA document year 2010 | 4|

@ Verify the confirmation message "Document has been undone successfully in FM area

USDA document year 2010" appears at the bottom of the screen after the transaction has
been completed.
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Comments

Refer to the following additional materials.

Enter Appropriation
Approve Appropriation
Enter Apportionment
Approve Apportionment
Enter Allotment
Approve Allotment
Enter Sub-Allotment
Approve Sub-Allotment
Enter Allocation
Approve Allocation
Enter Sub-Allocation
Approve Sub-Allocation
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